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Calendar of Events: Event Registration 

This Quick Reference Guide will take you through the process of registering for an event 

using the ADE Calendar of Events. 

 

 

 

 

 

 

 
1. The ADE Calendar of 

Events (COE, also known 
as Event Management 
System) can be accessed 
at  
https://ems.azed.gov 

 

 

2. In order to find an event in 
the COE, you may use the 
search feature, narrow 
events that display on the 
calendar by using the 
COE filters or go directly 
to the date of the training 
date. 
*If going directly to the 
training date, make sure 
the event is not removed 
by the filters. 
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3. Click on the event in 
order to access the 
event details. 

4. In order to register for 
an event, click on 
“Register Now” . 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. You will be asked to 
verify that you have an 
ADE Connect.  If you 
have an account, click 
“Yes” and log in to your 
ADE Connect.  If you 
do not have an 
account, click “No” and 
you will be directed to 
create an account. 
 
Note: You must return 
to complete your 
ADEConnect 
registration after you 
receive your temporary 
password via email.   
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6. Once you are logged 
in, you can find the 
event within your 
shopping cart.  Click on 
your shopping cart to 
find all events you 
selected, but have not 
completed the 
registration. 

 

 

7. To complete 
registration for an 
event, click on 
”Proceed to Checkout”. 

 

 

 

 

 

 

8. Provide any special 
accommodation 
information necessary, 
including dietary 
restrictions (if 
applicable to the 
training). 

 

 

 

 

 

 

 

9. Complete billing 
information.  An event 
may be purchased via 
check, purchase order 
or credit card.  If 
purchasing via 
purchase order or 
check, please provide 
the purchase order or 
check number at time 
of check out.  
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10. Click “Yes” to confirm 
your payment method. 

 

 

 

 

 

 

 

 

 

11. Click “OK” on the 
verification in order to 
close the event 
window. 

 

 

 

 

 

 

 

 

 

12. From here, you may 
review event details 
and/or cancel your 
event registration. 

 

 

 

13. To access your 
registered events in the 
future, go to your “My 
Events” page by 
clicking your name or 
clicking the “Home” link 
in the menu.   

 

 

 

 


